UNITED D° STATES DEPARTMENT OF AGRICULTURE 
Rural Electrification Administration 
Washington 25, D.C. 


May 8, 1950 


To : All REA Employees 
From : Administrator 


Subject: Action on Field and Departmental Suggestions - Second Report 


This is the second and final report concerning the suggestions abated 
by our employees» during the field and headquarters conferences held last 
summer, 


We are indebted to our fellow employees for a large number of worthwhile 
suggestions. Many of these have already been adopted and more are under 
consideration, and are likely to be adopted in some form, All of you may 
take pride in your part in the improvements which will result from your 
ideas and which will enable us to serve better the public in the conduct 
of the overall program of the Administration, 


I wish to thank each of you for the intelligent interest which you have 
in the affairs of REA and urge that you continue to make any suszestions 


which in your opinion will aid us in executing our responsibilities in 
connection with the vital programs of rural electrification and rural 


Cnude & Wehord 
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Finance Matters, Difficulty is being experienced in finance matters for power-~ 
type borrowers. At the present time procedure 2s for distribution-type 
borrowers are principally being employed in the processing of requisitions, 
budgets, audits, etc. In view of the f the increasing number of power coopera- 


tives and the specialized od handling of of finance matters required, it is re- . 
quested that a special _section' be established “for this purpose. (Washing— 


ton-Power-12 


In the past the bulk of the work in the Finance Division related to distri- 
bution systems and therefore the thinking and procedures were along these 
lines. ‘The possibility has been considered of establishing a separate sec— 
tion in the Finance Division for the purpose of handling finance matters: of 
power-type borrowers. However, it appears more practicable from an organiza- 
tional standpoint to continue this function on the present regional basis, 
Power and Finance Divisions have jointly developed tentative finance pro- 
cedures for power-type borrowers and they are being tested in actual prac-— 
Bice, ©. Lf they prove to be adequate, these procedures will be officially 
adopted. 


Inspection service. RA should set up an inspection service, Engineers 


in this ‘service whose aut would be to go to various manufacturers and wit- 
ness ness tests on equipment. This service would be similar to that now pre- 


vailing on pole Figg aa NED (Washin ton-Power-L4 


Our pole inspection service has been of great assistance to borrowers and 
it is natural to give consideration to the performance of similar service 
with respect to other items of material used on distribution and trans- 
mission lines, However, when the number of manufacturers and the number of 
Separate items are considered, it is apparent that this service could not 
be performed without an extremely large engineering staff. At various 
times some of our engineers have been able to witness tests on a few items 
of equipment but with our present and foreseeable future engineering staff 
we will not be able to expand this service. 


There should be more coordination of section activities between section 
heads and other individuals of the section so that all are informed _as to 
activities being conducted by the section. If section head operates If section head operates inde- 
pendently and fails to keep other members of section fully informed it 


makes for poor coordination articularly when questions arise while sec-. 
tion head is absent. (Washington-TSD-2) 


Increased coordination between section heads and other employees in the 
section is désirable. Therefore, weekly meetings of the staffs of the vari- 
ous sections in the Technical Standards Division are now being held to ex- 
change information and future plans, In addition, copies of the most im- 
portant items of incoming and outgoing correspondence are routed to the 
various individuals of the section in order to disseminate information con- 
cerning the activities of the section. 


Notices of meetings of AIEBH, etc., should be speeded _up so that interested 


people are tnformed in time to attend. A procedure should be developed 


whereby circulation of information between offices is made rapid enough that 
publications are are not out of date by the time they reach the persons most in- 
terested: in them. of some me indivic ividual on the: distribution list is absent 
from his 3 office. the. article. ‘should 4 not be held up until hi: his return. (Wash- 
ington-s oy ae 


Notices of this type are no longer routed throughout the Division, but to 
suave time are posted on the Division bulletin board. 


Files shouid be cleared of old and little used material. Records of a 
permanent t nature which ar are out _of date should be sent _ to o central records. 
Time ‘Should b be allottec for | revising ing the files in TSD so t o that engi engineers and rs and 
cher! orks: may work together in setting uv and keeping up a good. 2itine system 
in Ge Derieion | Section heads should place importance in the establishing 


of good filing systems & and - the systems should b¢ pe . based on s on simplicity, Poor 


filing s systems result in mich lost time and inefficient operations, (Wash- 
ington-TS)-7) : 


cal 


This suggestion is being carried out. The Communications and Records Manage— 
ment Section, Administrative Services Division, is now assisting the Division 
in accomplishing this task, in disposing of obsolete material and in estab— 


. 


lishing filing systems. 


Borrowed books and other articies should be returned promptly to offices 
from. from which they are “borrot weds _ ~ (Washington-TSD-8) ~ 


The Chief of the Division has called the attention of 411 employees to the 
responsibility of each individual for the prompt return of borrowed books 
and other material, 


The Division should be furnished with a camera _so that personnel may take 
Pictures of electr electrical 1 installations wi when on field trips. «There is7aigem, 
Nive néesd for good pictures for use in various REA publications. Washing— 


ton—" Man) 10) 


Arrangements are in existence with the Exhibits Unit, Publications and 
Exhibits Services Section, Information Services Division, for the per- 
sonnel of Technical Standards as well as other divisions to be furnished 
with a camera for use on field trips. 


Overtime should be paid to field personnel and employees on field trips ~ 
working more more than eight hours { per day in the fisia, (Washington-TSD-15) 


Employees on field trins or in Washington are not, omiinaely required to 
work overtime. . In those special instances when such work is necessary 
administrative approval prior to the overtime work is required in order 
that compensation may be obtained. 


in many vases persons are vired to perform travel on week énds on their 
own time on ‘on Government business. _ Travellers. should not be recuired to 
travel on week ‘ends 1 unless “absolutely - necessary (Washington-TSD-16) 


ee & Hee comnttmenta The Sane er General - has 
| that such travel during non=work hours does not. represent official 
ia the traveler 13s however, in official travel status, — 


( ne ‘ofidismissing employees vind hot woethey should be standard 
u hout, the government ; Washington--Pers.-2) 


he faneretine and pumice g conditions under. which Beret employees 
are dismissed during hot weather have been standardized. However, since 
the temperature varies from building to building, it is obvious that the 


ree 


ee for dismissal are not met throughout the government at the same 


) within =) nae Ns rhe Sub aal te Msal Pool is to be typed on a standard 
me orm, each Region vari Varies jin. 2t3s: requirements for the finished cop he: The 
suggestion wa: was made bee the divisions either have standard require ements 


“for alljits r regions, or that each region give more explicit instructions 
fk phe transmittal L slips. ips, (Washington-Pers .- =) 


ness practice should establish standard requirements for its regions or 
offices or that it require explicit porrnes ons on the transmittal slips 


ny 


oo to the Stenographic Pool. 


The. Stenographic | Pool 901 should be aid be supelied eee the latest edition of an 


| Seneae dictionary to settle questions, particularly in LATA! to the 
correct hyphenation of words. ee Sie on ees -1). 


This suggestion is ‘accepted and an order ae been placed for a new un- 
aeecd dictionary. ; 


this . held in locations | 


aa ‘has been mecuestee that conferences such as 


cere injexcess of per arcane allowance for a aces Meetings 
should be limited to two regions as it. is believed that better pa wee 


ww te obtained, ined. (Chic.-Fin.-3) | : 


a h eel el PA Lakes SD SANE Ser ote, aot nL Sebmoioea 

a. eiienitics so ce ET will re become Se Py oan re of the eave 
building effect of closér association with co-workers. It was.thought 
that the at oF the eased of pnberhat Lonel Conferences of the State 


Oi wes the consensus that the e handling of t nie roomin roblem by the 
a cha was very uns LN eee i beers no re Be seeming]? 


“the next J eat aay Pe Senate 


h-draft material submitted by the Regional offices 


his isa very good Pascer ian and all daaainns as a matter of good Pte 


errs eiyienioy qeroee — =5) 


That field representatives be Hiviged of an okt Or deroceeal OL 
taken on recommendations set forth in Field Activities reports and 
the event of referral of the recommendation to another division, the re 
ing field representative _ be kept informed of actions taken by unt di 
age which referral was made CheyenneMamt t.-6) eis 


ae it was mentioned that frequent, ly Aissdewiens are made in field repor 3 
ffi “about out_ma nanagement problems upon which apparently no action has been taken 


or if-so, no advice has as the fieldman,. ns ne eae 


vloyees | Ree ae are kept informed, to the extent practieabey of ste 
ing developments. ba Pr 


% Considerable discussion on the use and necessity of the Sonitonthly 
i Time Report developed the following questions: 


a) 


is it serving a useful purpose? , i 
Could it_be prepared on a Be eRAN EP basis? SPS 40) 4) 


ec) Could: it_be prepared for a sample period tas the results: a 
expanded to a to a a yearly basis? Ate 


hgh sley answer + to the first gu estion is in the negative 
urged. that the report be eliminated. Jacksons tah as? 


The Semi-Morthly Time Report is in the process of. revision and these — 
points are ete given consideration. See 


Poor lighting conditions and insufficient desk space exist in most borrow 
ers! offices. These conditions interfere with AARNE LE audit seas La 


enne-Fin,-13) 


If any REA representative finds lighting or “space condi iene in a co-op 
office so bad that work cannot be performed efficiently, he should repor 
fully in order that the. cooperative may be assisted in improving these — 
conditions) <)> rast vat | Drone to vaestnin OUR Pe 
Consideration should be given to 
on field reports which were inadequate or incomplete. 


o> 


¢ 


we dispense with the ne ecessity of putting a lien on vehicles s which, in’ 
turn, calls for the: ble aporoval oft of the release of lien. Tt was also brought, 
out that the Regional heads he have tried to ‘to dispense wi with th this procedure 

and the Solicitor ts. Office. is working < on it now, ___(iashington-Nemt 2) 
While 3 complete solution to the problem has not yet been found we have 
developed a procedure which is reasonably quick and simple in those cases 
in which a release is recuired. 


The The question was raised as to what use is made by our field men of all 
carbon copies of correspondence sent. to 9 them. It seems that pertinent 
information incorporated in some of the copies of letters was not followed 
through, [t was finally suggested that we look into the procedure of 
Betting copies of let 


ters to the field to see if any improvements can be 


made, (Washington-Mgmt .-5) 


It is the general practice to keep the field revresentatives inforined re- 
garding the activities of the borrowers in their areas by sending them 


copies of correspondence to these borrowers. When visiting any borrower 


the field. representative should review his copies of correspondence to 
that borrower to determine whetHer there are any items which should be 
followed -up. 

The el Awards Committee seems to have side-stepped some of the main 
issues of th e. last | grive session. For instance: the reply to the sugses— 
tion en tHe “Administrator's Office be moved to the South Building was 
"The Advantages. of kveping the Administrator's Office where it is outweigh 
the disadvantages." This is: not fe: felt 3 oon be an areas reply. Another 
instance: the ancnee to the 1g suggestion ¢ concerning questionnaires was s "The 
Budget Office must approve all. question tionnaires ." ' This reply did not answer 
the question raised. (Washington-Tsv-9) 


I have reviewed carefully the answers to these two suggestions made at 
last year's gripe sessions and I am unable to determine in what respect 
the replies arte sd to answer the questions raised. It is my feeling that 
the answers were direct to the questions raised. For the benefit of all 
employees, I am repea viding below the two questions and the answers to them. 


We feel that the Administrator's Office should be in the same 
building with & the rest _of REA. 7 This would save a@ lot of time 
spent in walking + back and And forth £ from one building to the other. 
it would save time on the part of messengers ‘rs and those making 
mail deliveries. (1S0- ae 


Generally, it would be desirable to have all REA offices as 
close together as possible. However, it has been found that 
the advantages to REA of having the Administrator's Office in 
the Administration Building outweigh the disadvantages. 


Aporoval of Forins and Suest questionnaires by the Bureau of Budget: 
itis difficult to get forms and questionnair es to be used for 


nn 
investigation purposes approved by the Bureau pare Budget. Great 


study as_to method a sn purpose. is passed on by the Bureau 
of Budget, a and it | in some instances studies cannot be com- 


pleted ‘because the 36 the form to: to secure data is ta is not ar approved _ by 
that office. Me: t should be determined whether the Budget 
Bureau_is responsible to prevent duplication of studies 
and _guestionnaires or whether it has the authority to 
determine whether a study is nécessary, what it should 
constitute, and how it should be conducted. (Tech.Stds.—3 


All forms and questionnaires to-be filled in by outside 
persons and returned to government agencies are subject to 
the approval of the Bureau of Budget in accordance with the 
Federal Reports-Act of 1942. 


The Technical Standards Division should be represented_on the Suggestion 


Awards Cc Committee, _ (Washington-TSD-5) 


The regulations governing suggestions awards committees provide that mem- 
bership shall represent activities rather than organizational units. The 
REA committee now has two engineers representing engineering activities. 
However, consideration will be given to this suggestion when changes are 
made in the Committee's membership. 


Blanket authority should be obtained for emergency photographic repro- 
ductions of limited quantity to reduce the time involved in getting 
these reproductions, A method should be devised whereby reproduction 
work can be. taken directly to the office where the work is done. This 


applies + ie) 0 items - 18 which « do_ not. require a a policy olicy clearance. The method 
OLKre requisition: ing ng duplicating should be simplified so that it is easier 
to t trace an order requesting duplication, etc. Hac! . Rach h_ requisition is 


assigned a a . different number by each office it passes through. When When 
at eee ee ot re made to ME ate shes Sa no office seems to know what num- 


a a eS 


nena sno 


A method has been in use for sometime whereby photographic reproductions 
can be obtained quickly when an emergency exists. lvery reproduction and 
duplication requisition requires an order number before it can be pro- 
eéssed@. In emergencies, the Executive Officer's office will obtain this 
number so that the requisition (Standard Form AD-270) and material can 
be taken directly to the duplicating office. There appears to be some 
misunderstanding as to the numbering of requisitions for duplication. 
Only one number is given to a requisition. Anyone wanting to know the 
status of a requisition for duplication may find out by calling Exten- 
sion 4676. Information on the status of emergency orders referred to 
above may be obtained by calling Extension 3810. It should be remem-— 
bered that our duplication work is done by a central duplicating unit 
that serves the entire Department of Agriculture and that it is necessary 
or that unit to schedule REA work along with that from other agencies. 


it was brought out by one of the employees of this unit that as a new 
employes a 2 year previously she had had di 1ehad had difficulty ty understanding the the 


language peculiar to KEA and felt that people i in etuen divisions would 


gr 


It was considered at Ghee time 
oie ey made eae a separate REA glossary and a large 
umber of copies of the FPC glossary was obtained and distributed to the 

staff. » Copies of this: glossary are available from the Training Sec- 5 
of the Personnel Division and are distributed to new employees. bees 
y be that this glossary does not meet the needs:of everyone and any 
gzestions would. be appreciated by the Training section. - 


wi ¢ argument on transmission Line as far as the fieldman is concerned is 
at there are no fieldmen to do inspection, and engineers and contrac= y 
rs_ ask you to lool at the line and give advice ana Opinion.) Tt. is con] con- 
fusing why there is a difference in the division set-up to | build the same 
si! Lay type of line-in approximately the same areas. From the fieldman's point 
SS aan in the field’a line is a line. Yet, in one case you know all Ry 
about it and in the other case, nothing. Yet, you are asked to give ad- | - 
ae ice and assistance to engineers and contractors in both cases. In case i‘ . ie 
f Power Division jobs, we are not familiar with the plans and specifi- — eat yh 


-¢ Bans and Sons and “area TN ited disadvant abag a to give advice. 


: Bares oh pels Gila aN & AO al) Ah = Mo a AB ra sil. 
Western Electric - Okla BL Oe aes 

Bares et ve Sho-me - pe Mo. hy Ms alles 

Ey fe. | yeas ea . Sho-me ; _- Moy 18 ite 
ee rie MIN AGTH Es he ~ Mo. 60 Caer gs eG a ie sey 
ae a a eUrsa ae ie aaa Ye. 38 a 
vida E i 


eee that all matters in connection with the construction of trans- 
ssion lines be delegated to the the Sngineerin Division in order to avoid ~ Ba 
Moiese that has occurred in the past. . . 


Pie resconsibilities fox transmission line activities ds assigned to the 
r and Engineering Divisions by Administrative Memorandum (G-ML): have Ge 
n reviewed and I feel that the present arrangement is working satis- 
This is particularly true since the Power Division has se- oy 
BC ee additional engineers to handle its field insnections. The sepa- ee 
on of transmission line activities between the two divisions arises iat 
arily because of the differences between power-type and distribu- . o 
-type borrowers. All design, construction and management activities ek 
f power-type borrowers are the responsibility of the Power Division. 
_the Engineering Division is responsible for all construction and . 
eering acpi ttes for distribution-type borrowers. 


hr 


pha, material ofa general nature mailed to field personnel and borrowers 
red een to a necessar, minimum.and that consideration be given to 


segregating administrative directives and divisional memoranda from infor- 
mation releases so as.to insure proper attention of the former items and, 


further, that consideration -be given to reducing the physical size of 
211 these directive memoranda through the use of offset printing and a 
better grade of paper stock as_is now the practice of the Technical Stan- 
dards Division. (Che enne—Memt .-5) : 


There seems to be some disagreement among field employees as to whether 

REA duplicated material should be sent to them in one package or in several 
envelopes, Generally, most suggestions favor one envelope wherever possi- 
le not only because of convenience but also because of economy in mail-— 
ing. «as you know, our postage expense is based primarily on the number 

of pieces of mail. 


At the present time we are endeavoring to use a better grade of paper for 
material that is relatively permanent and mimeograph paper for material 
of a non-permanent nature. The size of duplicated memoranda is dependent 
primarily on the wishes of the several divisions and consideration is be- 
ing given to a smaller size such as has been adopted by the Finance Divi- 
sion for its Uniform System of Accounts and Handbook for Field Auditors. 


The Engineering Forms used within the Engineering Division should be sim- 
plified and consolidated to eliminate useless repetition. Washington-En 


A committee chosen from the stenographers, secretaries, and engineers of 


the Engineering Division should be aoe to investigate and make speci- 


fic ‘recommendations on this matter. (Washington-Engr.-7) | 


A respresentative Committee of the type suggested has been appointed by 
the Chief of .the Engineering Division. Its primary purpose will be to 
review periodically all forms being used by the Engineering Division for 
possible elimination, consolidation, and simplification. 


Field engineers should be promptly advised of approvals of deviation from 
established procedures given by Washington staff in personal or telephone 
conferences. Jackson-Engr.-8 


Reguest that a sumnary: of commitments made in Washington conferences to 


system officials and their engineers be forwarded immediately to the 
proper field engineer before the conferees return home, 


All Washington employees are again reminded that our field representa-— 
tives act in accordance with the standard and accepted policies of RHA, 
and because it is to their advantage to be fully informed of any vari- 
ations in policy or its interpretations, it is essential that they be 
kept posted up-to-date on the results of Washington conferences involv- 
ing the engineers, borrowers, and contractors who seek their advice and 
guidance. It is the responsibility of the field representatives! super= 
visors in Washington to make certain that they are furnished with are- 
sume of the results and the decisions reached at such meetings here in 
Washington. 


aan ‘of having to. make “out receipts for int ‘isis and also ; 
to thumb “er back into int He} a a file ibe — a pemoyeds 


z tims and making more man hours avail lable for cuba? eee 


‘ 


hat each division again be Nese rmided We to out coopera~ 
.__(Washington-Adm, Ser lah) ie 


e a csarien: it would ld also. help if the cooperatives put the co-op design 


os on their correspondence. (Washington-Adm. Ser.-ha) 


l order. to promote efficiency in filing it is requested that in each. iene 
ffice supervisors have the borrowers designation placed on each incom Norte 
ng piece of correspondence before placing it in the ‘file basket. This 

uld make it unnecessary for'us to suggest to the borrowers any changes 
ree present ee Of eprresbandance , . 


was stelle ake As all field people receiving personal mail in ys 


55a SAND? “BPW ETE HDT ANONIT PLEA TANGENT 


ay, shington office advise their correspondents to place their division on 


the envelope as part of the address to facilitate delivery. "(Washington 
8 Sel aeiees vemos | i 


¢ cs, when: it is addressed to. the sa field represen= 
tives should pe their Dips cere ee of the: proper — 


ae should be notified of any holidays other than those speci- 


d in oo aE dated severel months-ago in sufficient time to_ take 


aS 


B ohder No. ae that PG ye) “both Washington and tield cea auee a ck 
uration day is a holiday for employees in the Washington area only. ie 
When offices in which field employees are working are closed in obser- 
vance sa of a state or local holiday, field employees are automatically 
Keused from work during that time, and when such occasions arise the 
m report submitted should bear the notation "State (or local) holi- 
--Office Closed", 


responsibility of Bee the contractors final receipt, step CRR 
uld be that of the Finance Division instead of the Engineering Divi- 
“It was pointed out that the final receipt forms and instructions 


sent to the borrower by the Finance Division after construction is is 


‘ohliplete and the final inventory approved. Under present procedures jures the ‘is 
gineering Division has the responsibility of following up on action BR 
ted by the Finance Division which is awkward to say the least. ; aieelye 


ng ton-Eng. -3 ve 


In agreement with this suggestion this responsibility was returned to the. 
‘Finance Division in the latter part. of 1949. 


The present budget should be simplified and consolidated. The present 
budget consists of many different items such as construction, system 
improvements, transformers, substations, work order labor, work order 
“material, and engineering which could be consolidated as one item. The 
control of the individual purposes within this item should be the sole 
responsibility of the Engineering Division. This step would greatly re- 
duce the work of both the Finance and Engineering Division and at the 
same time make the budget more easily understandable by our borrowers. 


Washington~Engr.-4 


The entire budget structure should be examined by a special committee for © 


the purpose of simplifying and consolidating it along the lines suggested 


above. (Washington-Ener.-5 


We would like to_ have Form FI-121B, Expenditure Report, printed on yellow 
paper as in the past. They are now being printed on white paper and are 


being confused with the requisition forms by the cooperatives as well as 
by the Washington office, (wWashington-Fin.-5 


Revised procedures. including new budget forms are in the process of being 
approved at the present time and simplification was one of the factors 
entering into the revision. Present plans call for these procedures to 
be placed in full operation by July 1. With the inauguration of the new 
procedures, expenditure report forms will again be printed on yellow 
paper. 


The #1 copies of the expenditure reports have been permitted to remain 
in the regional office without being filed, and the stacks have become 
very hazardous indeed. Central Files will not accept this material due 


to lack of filing space. Permitted to be thrown around in this manner 


they are subject to being torn, mutilated and even lost. 
Fins=1) 


This condition has existed during the past due to our critical shortage 
of filing space. However, recent arrangements have been made for filing 
Space in another building. It is anticipated that certain of our file 
material will be moved within the next few weeks. This will permit us 
to remedy the situation with respect to expenditure reports. 


It_was suggested that all requests for travel advances be submitted at 
least 48 hours prior to travel, otherwise travelers would not receive the 
before the Washington-Adm, Ser.- 


This suggestion is of importance to every traveler who may desire a travel 
advance. In order to permit orderly processing of advances in REA and to 
avoid unnecessary interruption of work in the Treasury Department, trav- 
elers are urged to apply for travel ‘advances as soon as their travel 
authorizations are approved. 


ar 


ees Eee see tha t material circulated within the division is > 
moving; if a person yn cannot give | attention to such material within a a 
nable time, he “should put _his name on the bottom of the list and 

d_it along to the next person; the fast person on the list should we 
send such material to the office of the Division Chief for disposition. — ea 
Giashington- ton-Infor. _ Ser Ae oie? ee a 


ne. Bethad. baa Boule be developed of spr ae work so that empl oyees may 
“small amounts of annual Was at times without upsetting what has — 


Le ee aes was expressed that some employees of the divi- 


jobs.) (wWashington-Info. 


Seba 


ecuc ee more ime for "gripe" ses session, and that aay be set at some 


Eine ener than just before noon. (Cheyenne-Nngr .~ 1} 


gram ogee teens for future conferences are urged to take this sugges— Ds 


n into consideration and provide additional time for grive sessions. 


ee haloes should be more Aarered not to orderexcess supplies. = | 
a hing An Ee Bere a. i 


_=-Cheyenn colar ies & "= Jackson-Memt .-2 - -2 - Jackson-Fin.-4-ha ~ Cheyenne.) - 
A& teh = Chey enne= Minh ~_Chicago~Engr.-2 Mgmt .-1 Fin.-l A & 1-1) 


teage allowances were eee in Nets rane wed and iy: 


2a, ed per diem and mi 


dozd is becoming unbearable; the present steff, even though working long 
hours overtime without pay, 1S unable to perform the hecessary work and 
ected; and also, 


under the terms of the loan contract these functions of the Engineering 


LS TE: Rm Ne 


Division cannot be transferred to the borrower. (Jackson-Engr.-4) 


That in our opinion we are not receiving the proper amount of budget 
Consideration as other divisions with respect to the per_ man work load 
and number of emoloyees. Budget funds should be orovided commensurate 
with te incressed workload and responsibilities. (Chicago-ingr.—4) 


We request the employment of additional field engineers because the work- 


The’ aporoved Suppleinental Budget for the fiscal year ending June 30, 1950, 
provides for the hiring of approximately 30 new engineers for field duty. % 
as rapidly as they can be hired and trained, they will be assigned to 
areas in accordance with the workload, Anyone knowing of any qualified 
engineers who might be interested in employment. in REA is urged to notify’ 
either the Chief of the Engineering Division or the Personnel Division. 


Finally, it was decided to ask ne Chief of the Division if he would 
consider asking the Department of Agriculture to remove junk from the top 
of the garage in Court 2. (Employees of the Press and. Radio Section ex- 
plained that the presence of this junk makes “a bad impression upon visi- 
tors who look down on it from upper floors.) (Washington-Info.. Ser,-11 


The junk referred to in this sugzestion has been removed, 
Wo 


Urge consideration of maintenance program and establishment _of procedure 
One of the princival aspects of the Supplemental Budget for the fiscal 
yeer 1950 was the emphasis placed on the technical operations and main- 
tenance phases of our program. The Engineering Division has established 
a section for the express purpose of getting the preventive maintenance 
program underway including the establishment of the necessary procedures. 


eee 


order that all employees may be kept informed of developments within 


ee 


REL. (Washington-Info. Ser.-1) 


This suggestion has/ been adopted, ) 


A staff meeting should be held at least as often as every two weeks in 


A typist should be employed for the Press und Radio Section, Since the 

i a > o . . > 
typing done in that section is more thanean be done by one secretary if she 
is to perform the other duties required of her also. (Washington-Info, 


ser 5 -2) 


This sugzestion has been adopted, 


© 


An understanding should be reached with the Stenosraphic Pool about 


Rs RE = 


priority on rush jobs. (Washington-Info. Ser.-3) 


= 


soe 2) eee seats ao) CoS to “enable fieldmen to mye alswers to ussbions 


wh ch have ¢ develo ed in his field assignment, (Cheyenne=Ener 8) 
roi ; aa arene eee 


fi 


| check with ane Region Heads indicates that. ne ‘duration of the field- 
fan's visit at headquarters is not a fixed period. The length of time 
pends on the needs as determined by the field representative and his 
pervisor taking into considerationt ravel funds available and work load 
the fie old. ea any a aes the field man should eee have the oppor- 


it_was requested that travelers _ be sure to report the date and hour they 


eon on leave while in the 4 ‘field* _too many travelers 5 have been sae SE to 
this Washington~Adne “Se: Ser. Py LO) 


Baa eat eare must be exercised by each: traveler in submitting an accurate | 
ecord of his use of leave, Lb 28 68 sential that the time and pe 


‘a © leave, heeerepanares pieeae the two re fares eee in delaying PBI 
ment of nee until we eae have been ee 


It _was s suggested be before any leave be changed from one type_tc to_ another 


that. the employee concerned eG first. Washington-/dm. . Ser. . 
Div.-12) ite PET STONE 


hee employees keep their ewe Poors ie they have been urged to,on 
he leave record forms provided for that purpose @), they will know where 


vy stand on leave. 


Acs Preece ion was _f made that in some way our cooperatives should be become 
better informed regar ding + the information desired for the a approval itor 


headquarters larters buildings | in order srder to expedite this approval. Some sugges- Austen 
tions were madd that. this could be done by our fieldmen; others, | follow | 

) any indications from board minutes, ficld reports, stc. It was then es 
scommer ended that the office managers ae eT and draw up a model letter,. or ‘aoe 
: ppoint a committee in the Division to work _ out some sort of a letter for as 


2 ee aero’: _Washington-Ment . -3) 


eat er the Publ cation "Planning a Headquarters Building" gives 
ther complete general information to borrowers regarding REAts recommen- 
tions and requirements. In the event that this booklet does not give 
ny necessary information, it may be desirable for the Management Divi- 
to erat oer Chane additional material, 
iin have a central location for ali forms : and. ; 
in them scatte tered in. ‘several di fferent offices. 


ackets_ instead of Ofer 
Washington-Memt. amt .—6) 


ene lone: me aes as ‘soon as” 
enough time to maintein the 
be consolidated. 


2 


At the the present, time this Pigtail has PUP a ) apaneee. hel 
general funds - iS_up_to 2 42,0 000. It has been found tha hat several ‘regions hay 


need to exceed thi: this Lint tat ion and the writing of LES “nemorandum is nec: 
essary; therefore, fees Ls. suggested 1 that_ “Dhe: limitation _ forthe appr. 
of the use ise of bene funds be | set up. cea eat least #5. 000, Washington: 


Ment .-1) PAL Wears 


Approvals of all gen 
Administrator and th; 


” 


eral fund expenditures are made by the Office bf tk 
is suthority has. not been blegated to any divis fo) 


Production’ | control meetings should _be held every other: ler week 2k instead of — 
every week, ‘This’ would Y allow “sufficient it_time ime to send out out inguiries 


obtain replies from tl the fie fi eld. between successive meetings. This w 
eS tom tne fie wee ST SUCCESS LVE 2 meeting: 


SUSSEWESEGG Hbee sy Mens a 
bassed | by unanimous, consent. even though 1 2b b was cee oub that a Si 


suggestion h had been cons sidered and rejuesbed last 
Se Soe canreenia came rea sere eonrrwresnaen- eer tein encpeeenpienoeeicasior aimee ce, 


On several occasions during the past yee years, considera tied rae Ae 


given to suggestions that production control. Incctings be held less fre —- 
quently in order to give more time for obtaining replies from the fiel 
While it is recognized that there would be some advantage to this ‘prac: 
it would create a problem of pone meetings and would delay many i ms. 
that should be handled on &@ weekly basis. We are following the practice 
Or. scheduling items two, three and four weeks ahead for review at. “pro: 
duction control meetings where division representatives. indicate tha 
than one week will be required’ i) obtain the informa etion needed. 


The method used by the Dreaaetan Control See in dckenniiaes the 
aa NL NOd used “oy the” “the poreenb oF Gee 


ot construction vruction and the percent of com ion should be revised to. cor 
~Perceny Of comp lets na oat UA GD 
pond wi with the coi acoup npletion items enumera 


ted .on MAB ee ee Repor 
CONDO 
Construction nm Progress", 


Form D. DS-27R2 .. 
items are used b by Production. on. Control which re 
of the 2 


Chua) status of, construct? On ole as felt. Seine five ; suggested 


change _would 1 result in a more accurate and equitable method of Sd i 
CNaNnge eee more accurate an fe SSE ROE OI 
mining progress rates, Giiaghington=in r.-2) ed 


We agree that this suggestion for using the it ems. Vee ted on thi 
eer's report would result in a more accurate method of calculating the 

rate of construction progress.and percent of work completed. However os 3 
for the purpose of the droduction control system it is felt. that the dj 
ference between the two methods would not be sufficient to warrant the 
additional time required to make a calculation on a more detailed bas 
It is recognized that the three items used do not reflect items s such 


conversion and it is expected that such items he be eevee out at 
the production control meetings, 


uhteat’ Standards Committee "A" has wish-bone construction under con~ 
jeration. 


We 


This, in turn, means more aude work for our en auditors. In 
ine aes this observation, the recent revision of Engineering Memorandum _ 
emphasizes to borrowers the importance of, and their responsibility 
for, complete and accurate records of labor ane materials for construc- 
a aes Crees with reference to force account construction. 


with, along SNe Once the © papers covering Sabi a_sale joie the divi- 


Jo nets 28 no follow-up as other divisions are not any inten 


_there ee ave been cases where the vaper work 
ear. Washington- 


: Diothe Be cata is there an REA policy stating that inter office memos 


en Soe eetemet that is not shown or uoted to persons connected 


Aen there is no written Policy Bulletin on int ternal memoranda, it 
one be Peels Koa: deans by Age ea ae that inter-office memo- 


Ph oe 
a 


The Vise Unit b should be i nstructsd never to ) transfer outgoing - correspond— 
ences to _anothor or unit Oy) avi a ion ‘for i Ts Approval « rand initialing ne without 
consulting the “individual ‘who ort iginated th the letter. (washington-— Power=1 


The Mail Review Unit may clear a particular letter with an office other 

than the one Originating the Letter where that office has sme responsibil— 

ity for the subject matter discussed. Ordinarily the letter would be dis- 
patched move quickly than if it were returm:d to the originator to obtain 

Soe However, if delay appears wnavoidable. the originator: should 

De notified [tis very doubtful. if a rigid rule 2s suggested would be 

a sound practice toward rendering the best possible service to our borrowers 

and other correspondents. 


Registration Office. | Couldn't there be a registration office somewhere ee 

Cen ibrally “located where peovle coming Sones noA from a the 1e_ cooperatives - 
Tet ee a 

could register and at At the same ne time be informed that certein employees of 


Ria would | like to _meé neet, set with them (concerning prob problems ¢ of their cooperatives, ) € 


(Washington i Power-5) 


It is very doubtful whether a registration office for cooperative rep— 
resentatives would solve the problem raised by this suggestion. Fre- 
quently, we have no advance knowledge of such visits, Farther, -it-is 
unlikely that employees could keep a an Sains currently in- 
formed of all the representatives they want to see. An effective loca= 
tion of such an office also would be difficult in view of the numerous 
entrances to the building. 


Ke 
{ 


’ 


at as Sugzested that in order to ) obtain more « expeditious, efficient, and 
economical line ne_ construction, tt that. “the roportion of funds loaned. for mem- 
bér ber service extensions be reduced. If necessary, loans should be deferred 
until cnet borrower ¢ oan produce the maps and membership tabulations show= 
ing the location of propos sed lines and consumers so 9 that the lines can 

be constructed _ a6 andi integral unit 3 rather ‘than piecemeal. It was pointed 
out “that a “much scat ger: proportion of. of our loans are being made to coopera 


sass W Wiieestrad es ANd ey Aid SSE 
tives for Ir member Ssorvice jg extensions, frequently without full information 


being PSuuad esa 3 pane to consumer Ton Ab LONS, This « sugzestion was made 
= with the Administrators stabellent that we MUSE Mol ekcni ea 
in line with the Administrator's statement that we must not sa critices 


SS a ere sere ce 


qua qualit ty for quantity. (Wohnen ae Engr. “= 10) 


As the program of area cove rage progresses, the borrowers must necessar= 

ily serve "thinner" areas, or this reason, it is important that .distri— 2 
bution loans be carefully Se Lo see that lump’ sums included for un- 
mapped member-service extensions are held ts amounts necessary to cover 
the cost of connections to be made along iines already existing or in-- 
cluddd in the mapped mileage of the new loans. In accordance with es- 
tablished practice construction involving major extension of primary lines 
is to be financed only on the basis .of Maps and membership tabulations. 


The work order procedure for distributic n-type borrowers was revised in 

bier: URLS procedure is Ny adapted for penerating and transmission con-= 
struction. The sresent work order rocedure for generation and trans- ; Ata 
mission is inadequate. ae is recommended that a new procedure for gen- i 
eration. and transmission £ facilities t be prepared to cover all force. os 
account “construction. (Washing ton=Power—10 Re 


ration 


4 


va Te aA 
Lt was requeste 


PZ 


E us divisions. ‘Too many divisions have been sending the requests in 
iter the travel has been performed, It was also requested that amend— 
wents to authorizations be submitted more y. _(Washington-ASD-8 


d that travel requests be submitted more promptly by the aes 


§ suggestion was also made at the 1948 Departmental "Gripe" session. Soe 
r reply pointed out to supervisors that travel requests must be pre- Lye 
ad in sufficient time to allow the requests to be approved by the Ad- | 
nistrator's office and then forwarded to the Travel unit prior to the met 
late travel is to commence, In general five days should be allowed for Via aes 
each action. All supervisors are expected to follow this procedure. ar 


= Corres ondence should be filed “in the regional offices at least once a 
we k and referably twice a week by the Central Records Unit. The pres- HG 
3 » Filing service is inadequate and results in a considerable loss of ea: 
ime by office personnel due to the lensth of time before correspondence oe 
rit iled. Washington-Engr.-9) — 


~ 


is felt that the correspondence should be filed twice a week instead 


f the irregular time in which it is now being filed, The secretaries . 
would like to have the correspondence remain in the office atvall times. + 


Numerous occasions were | 


and not be removed to the mail room for sorting.- 

Matsely he * " r * ° + 
mentioned whereby the regional head needed certain letters that were not 
_—_ LL LLL, TOE LL A SER er ee nce reopens encores 


n the office but in tho mail room. This is indeed an inconvenience when 
d_be easily sorted in the regional offices. Washington- _ 


mail coul 
~J 


At the time these "gripes" were expressed, insufficient personnel and. ~ 
racation schedules seriously affeeted adequate filing. Since that time, 

_ both personnel and service have improved. A recent check disclosed that 
filing is now accomplished at least twice a week, and in many instances s 
correspondence is now filed three times each week. | 

With respect to the problem of sorting in the region as opposed to sort 

ing in Central Records, we feel that it is undesirable to change the 

sent system, Sorting racks are necessary in the efficient operation 

rting, and these racks are too large and unwieldy to permit port-. 
ability. In addition, by sorting in Central Records Unit, the file 

clerk can conveniently ask questions of the head and Assistant Head of 

‘iling problems. Material brought down to this Unit is never held more 

1 a few hours before it is returned to the region for filing, and 

material can be obtained without delay by making a telephone call. 


el the need for a messenger for the Finance Division who would 

s_be svailable in dispatching mail from the regional office to the 
office and vice versa, Too much of the secretaries! time is spent. 
ng mail when the regular general messenger is not on duty. In the 
is impossible to get good servnce, could carts be furnished for 
ing the heavy load of mail to and from the front office? (Washing 


ture's South Building in general seems too crowded," When it was p 
wute 3 woutn Duilaing in» gener 2ems FOO ©} 


staff of competent messengers providing service five times dail 
is generally accepted as adequate service. In addition, a spec 
ger is available forspecial runs upon request, Due to budgetary lim 
ations, it is not possible to assign a messenger to each division f 
time service. . . 


Pte 


x ? i to zreater efficiency. 
(washington-Fin.-@) | . 


Efforts should be made to improve lightine and ventilation and to. 
inate crowding of offices. One employee made this observation—-"4 


i was informed there was no_intention that ‘so many people would oc 
so_ few square feet, This now shows up in unsatisfactory working con 


tions in many offices-where desks are placed both 2way from adequate 


ventilation and lighting, It is therefore Suggésted that Plant and Op. 
ations be asked to make a survey of efficient working areas, and the 
he cessary, an appropriation be requested from Congress to _moderniz: 
south Building - or those portions of it occupied by REA, 


ISD-10) 


AY 


The scarcity of office space, whether cesirable or undesirable, is 
Calvin’ the Washington area, and is ndt ‘confined to this Department. — 
Administrative Services Division will continue to exert every effort to 
obtain additional space. The matter has been presented to the Adminis- 
trator of the General Services Administration for.decision, and it - 


hoped thet a favorable solution may be found. ie | 


Permanent lighting in this building’ is controlled by the Public Bui 

ings Administration. In view cf the inadequacy of the lighting fac 
ties, we have purchased over a hundred desk lamps and more will be p 
chased as the budget permits. ; ; . 


Establish a proper routing slip for REA and the Power Division By _num- 
erical system so all correspondence can be routed to these persons con- — 
cerned and the person to take action noted, Establish aA messenger’ Ss om a 
job whose duty will be to make pick-ups every hour thereby speeding up © 
mail service and relieve secretaries of this duty, Washington-Power-8) _ 
t is felt that the large number of staff members in REA to be listed 
would make a standard form of routing slip impracticable. However, : 
routing slip for internal use within a divisien is quite practable 


the number of individuals is not excessive. Such a determination is 
within the province of each division. For usual routing practices 
use of Form 4D-514 is recommended, ha teehiteg 


pe credited, on Sena “1 of each ear, 
entire year, instead of Chev 


it system. nea CER ie Durden Of the Payroll Unie) eines: 
oh nge sli atk would not have to ne prepared. Washineton-ASD-11 


DE CL Douite aaye. We have Sragnted the optional Suse ue eredit- | 
ing ive only as it is earned. In the light of experience, we are of the 
pi ion that our present policy is the most equitable one for all Cn ON eee 


ig tequest that REA make a study of how to handle contracts. for small mis- 
>. Peegus construction and system smerovenens. without competitive bid- 
- _(Chicago- Engr .-8) 
mi 


oward the end of 1945, REA Pree the heriwey that borrowers not erase 
ward and execute contracts for construction except as a result of com- es 
petitive bidding. Present conditions do not appear to justify any change = 
_ in this policy. Field engineers are requested, however, to furnish com- hing 
Plete facts eee any situations where bidding can be ghown to be dis- 


Pa 


Pes 15_suggested that the indexing of Administrative _ Memoranda_be simpli- 
d_so we. may determine. in the field between n the issuance 1k sua SNC as 


This suggestion was adopted and an Alphabetical index of Administrative 

Memoranda is now being issued on a semi-annual basis. 

pac ny 
aaa 

It was pine cnt & that only on one copy of a letter be sent to Central Records 


for filing, Too many people send five or more copies of the same letter 


for filing whereas only one is pecded. (Washington-ASD-3) 


rh 


e. official file copy of fee and memoranda is distinctive by being 
yellow in color, Since all other copies are destroyed, we should dis- 
ontinue the pista amie of sending copies other.than the official file 


ue our - objective in the handling of all correspondence, but it is 
nized the volume of work often makes promptness most difficult. They, 
ington staff is reminded, i ROMENER) ee field Siig Gupmtelngs are 


power Petit ike | inthe etree do not permit: the sipeeondd 
equipment to operate at bse, capacity. It: was” unfortunate 
meeting Peppers to be Scheduled at suc sh a time. 


When changes in ores: are sarap ched wbleh da i Ele 
work between offices, the application of the new rocedure should co 
mence at the regional offic office level: and be appl jed ‘only to. new work ai 
not _to work ‘Already com leted by the. regional or ites, Waser uek 


This asta very. zood suggestion 5 and every attempt shou: be. 
ae However, some changes are made which necess2 arily must b: 


tive immediately, It. is. realized that on occasion this: ney 
extra work. . 


me Gh Seats con 
ceSerer 2 bt Shout: ae more cna nae 


ding. (iGshington-ASL-L) 


The Division Chief informs me that he is constantly striving to. ac eV 
this objective, He has indicated that he would | Like to have spect. 
suggestions for improving | the meetings, ee Sy un eae exe ¢ 


Weekly meetings siepid: be held_ for the personnel in each re gion. anc ec- 
tion offices by the region or seetion head to inform the personnel of - 
structions and decisions made in division conferences and of | bert on 


Bes changes 3 S in. DOligy aud procedure by other authorit ties, i=)). 
fe 


As a result of this suggestion, the Division Chief has informed me tha 
he has requested his regional and section heads to hold periodic me = 
ings with their staffs to inform them of pertinent changes in poi 
ard. pee erabes that affect their work. 


PO acaba changes and directives originating with t he front. office of 

division should be cleared withthe other divisions involved before b 
issued to the regional offices. The chist s! offices of: the other 4. 
siones, in turn should notity t Y 


Washington-A&L—6) 


‘The example cite din this suggestion illustrates the importance of dv 
ing other oe One of changes - in | practices. 


In. ondee to avoid recurrence of such cases, Division Shieke: are ~emine 
that any changes in the practices or procedures of their divisions t 
affect the work of the other divisions should be. ‘concurred in 1 by 6 
avice divisions concerned before they are put into effect. 


es ys 


en so that records 


ve t 
“(Washinzton-I18D-4) 


port lea e day it is tak 
ed once Leave has been recorded. 


10t have to be chang 
ay 2 ‘ 


Repo 


é 


rt_to the Time and Attendance Clerk as soon as possible after sick 
ave and annual leave (if it was not anticipated) has been taken. ‘All 


f the leave time. (Washington- 


/ 


_ Hach employee is requested, as 2 matter of administrative convenience, Ns a 
to report leave promptly to the Time and Attendance Clerk in order that vey 
" leave records may be maintained accurately and currently. Department ae 
-regulations provide that where annual leave reported on time and atten- ii segs 
is ance reports -extends into a subsequent reporting period, employees may 
- initial, in advance under or beside the last date of absence on each - oT eal 
report on which such extended leave shall be recorded. Thus, the manda- ye 
tory initialing of all annual leave in advance is not required by Regu- eva 
ations and would, we believe, prove impracticable. In cases of exten- es 
ded vacation leave, it will be desirable from the standpoint of con- 


enience to submit a 8.F. 71 for approval prior to departure. 


Transportation on official business to noints in Washington and vicinity) A) 
is difficult--it takes too much time to get_tokens—-means by which travel <u: 


ean be performed should be clarified and the procedure should be made pone 
‘known to a1] personnel, It is suggested that tokens be furnished to Mati 
each Division for the use of employees of the respective Division who 
Bre required to conduct official business at various points in the Dis- ea 


trict. Having personnel spend 15 minutes to an hour to get tokens..is ‘Se 
certainly uneconomical and aggravating ._ (Washington-TSD-1) (et fi 


iy 


In line with this suggestion, arranzements have been made to. furnish a 
Pe ckens to Divisions which have indicated need for them. A ce 
representative of the respective Division Chiefs may secure a reasonable Wand 
supply of tokens from the Communications dnd Records Management. Section, 
Room 0226 South Building, by merely signing for them. It will be nec- 

essary for each such Division to maintain a record of the use of C 9h 

token and by whom used, +n the same manner as is done for accountability 
for air mail postage stamps. A copy of this accountability record shall i: 
- be submitted to the Communications and Records: Management Section at the . 
end of: each month for record purposes. sh lt meets H a 


supply of t 


ashington representatives shall be diligent in keeping field personnel 
ully informed of ali decisions affecting porrowers in their respective 
reas of responsibility, This refers particularly to conferences held in 
person and by telephone at which the field representative is not present. © 
(Chicago-A&L-2) — | \ 


a 
: 
th 


The need for this kind of liaison is recognized and all divisions are 
urged to make specialeffort to comply with this suggestion. 


Baas ber 


-- New field employees | 
ae. Se nis 18 


oat: | representatives im more 
my sorbancs ‘of various field 01 problems. 


4 Pe | 


ary 


All field people are given as much orientation As possible in Was 
before being sent to the field, 


~ @ 


recognize Ze the importance. and. necessity OF renorss and » ernie Nit 


nee “refer ference | to A Re LCR Form 91 (F (Field ld Representat ives Monthly 
Time. Renort ar and id Borrowors Vv 


isited), we accept its value but feel that 
eae kee a OO 
values c can @ccrue over. long us usage that will not appear after t wo OF a 
ee ee Cees ee CE CY e «en SL CS Ps 


month's us discontinued Aug 


ODD. Cc recommend the form be 
___(Jackson-A&L-2) 


f 


Form AL-91 was based upon one (1) year's reporting in order to give © 
adequate and complete data for budgetary ‘man=-hour requirements as. we. 
as other needed information concerning activities charged to the A & 
Division, It has been determined cheers 4 complete analysis of the dat 
furnished by field representatives is not possible for a. period less tt 
One year and therefore, the form will need to be used at least untied 

‘dune 30, 1950. pmcute as Na oe 


We re ecommend that it- would be helpful to the prozram and improve eff 
if i & L examiners could make an Occasional tri to the field.” 
Few. examiners have had _field work exverience and some: are aSSizne dd: tow 
regions where they. nave never lived nor visited a and therefore have sno™ 


ersonel knowLedsze ofthe social and economic factors found in 1 the area, 
poe owl sdze of eS tn he areas 
(Jacl .chson-Agl— Bye 


ri PEN | 
In several instances, A & L examiners have been sent to ‘the field. on : 
Special assignments. We have long recognized the need and have been in 
accord with this sugsestion, Lack of nae budget for travel funds, 
plus insufficient exeminer personnel t cope With accelerated loan prow 


gran during past few years has Hecho es us Trom sending more examiners 
on eld: Craps } 


le _recommend that there be no move to discontinue or to eurtail rocional - 

offic e 2 weekly newsletters going to the field o personnel but rather her they 
be ex panded to, give: (1) more details about the coordination of Sra pen 
efforts that goés on in Washington between the various divisions ands. 
sections, (2) direct: contacts between Washington and the borrowers, and. 
(3) pertinent information affecbing the program on a national seale, 
(Jacks on=/bL-h eC ft 


we é ; ae ei eg ae 


We wish to suggest the Se SCS: ance of the regional newsletter 3 
nt ee ee be 
regions now sending them and the adootion of this letter in oe ree 


not now circulating them. We Also wish to sugge = that a greater eff; 
bo nade to Te eS 
be made sae 


2sent ee ody procedure! ts". aS Very > confusing to horrowe rst pore 
21 and causes considerable difficulty in audit work... Why. should — re 
12o0ps be ps be handled in a manner different from a any other construction — 


__(Cheyenne-Fine= Cae 


, ia, Finance and the Office of the Solicitor collaborating, 2 ‘new | 
ster locp procedure was recently veloped. This procedure was consid- 
reduce details required of borrowers to a minimum, If confusion i 
Bee with Sonat borrowers, Suggestions for further simplifi- i 


oe Poorescteatines) when entering t field, sh should furnish their i a 


neraries t to field field personnel mutually. areata | with the subject material. 


hices Boe hRias yee 


yard Ss nett AYE 


S a result of similar suggestion at the field conferences in 1948, a’ 


mor randun . was sent to the Washington staff urging them to inform the 
ea personnel of aS aaa travel center tes awed Sete Those 


sal an loan Berti cauibnes show should be checked and appr oved by the field rep- He: 
resentative concerned prior to consideration by th the’ pI Heads. Ae Tale 
nn Chi cago~A&l. see) Te: 


ee eestion should be given ‘to the assignment of additional ROS ea 
eS eee etbaone int 


to the Acquisition Section in A & Lin order that acquisition matters. 


ay “be eA ea more “expeditiously, __(Chicago-A&L-7) : he 


This has been under consideration for some time. Lack of funds prevented — Pat 
the expansion | of the Acquisition Staff. ' ss 6) Sa 


“Regional Heads should convey importa unt decisions to borrowers through the the 
field Pepto setet ies concerned, (hicago-A&L-8) 


With 2 


4 Field people whenever AS Sy a now receive copies af regional office 
hi correspondence. to -borrowers. To the extent possible, decisions other 

~ than those given by correspondence, are channeled through field people. 
owever, it is recognized’ that it would be impracticable to convey to 
rrowers decisions thre ugh field representatives. 


rovide new u field = Pepresentee es with pr rinted manual manual containing material 


e entire REA program. _| Chicago-A&L—11) 


want 


a matte er Wil be pone ener by the comnittec making ‘arrangements: 
the next series of field conferences. 


thas. each recion ion wilt - schedule its: own. Preto aise eles me eeting at th 
oe with the approval or “the Administration. _ Does the administrat 
approve of these regiona ime to time tc 


al “meetings of pi of personnel fre from. st 
cuss matters? _ (Ghieag olnd 


Ener .-2) 
“These ca ieinde aes have been adopted and several | regions ‘have alre 
‘such meetings. Results will be studied and MEP rorpne ae made as 
meetings are held in the future. : 


We should have | a central location ne ‘all forms and packets instead_ 0. 
having thea en scatter: ed ins everal ral different offices. fA 


General Se eles of forms are, of course, in nee Adminiatyavive Service 
“y. Division, mall stocks of some of these forms, and stocks of some form 
Nt peculiar to the Management Division, are kept in. several rooms affilia 
with the Chiefs Office, It would certainly be ¢ convenient, Er: mosh 
could be in one place, but there is no cone place that has. sufficient 


nor is there any one. person with sufficient time available: Oe accom) 
this, 


Care should be taken to Aleta all available ites and records to em- 
ployec es en eae ie new areas of respo onsibLLi bys Chicago 


This is being done as os as We. knows 


